miregistry
How To Create A Training Event

MiReqistry approved training helps Michigan’s early childhood and out of school time
professionals meet their professional development needs.

Training may be submitted through the profile of an Individual MiRegistry Approved
Trainer or the profile of a Training Sponsor Organization.

Submitting a training in the MiRegistry system is a two-part process (submitting a
course and submitting an event). This guide will walk you through the process of
creating and submitting an event.

@ If you have not yet created your course, please see our Creating a Course guide.
You will need to create your course before you can create your event.

1 Visit miregistry.org and log in.
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https://miregistry.org
https://miregistry.org/wp-content/uploads/Creating-a-Course.pdf

2  Inthe left side menu of the profile screen, click "Training Entry".

« If you are creating an event as a Training Sponsor Organization, click on your name in
the upper right corner of your profile screen and click on your organization to toggle to
your Organization Profile. Then, access the menu on the left and click "Training Entry".

+ If you are creating an event as an individual trainer, see Step 2.
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3 Inthe left side menu of the profile screen, click "Training Entry".

* If you are creating an event as an individual trainer, simply access the menu from the
left side of your individual profile and click "Training Entry."
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To find a course, either search by Course Title or Course ID or click "View" next to
Approved courses.
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5 Click on the three dots within the course you would like to create an event from.
Then, click "Manage Course" to access the Course Details.
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6 Under Course Details, click the "Course" button to view the menu.

- & Advanced TSO»  EBIEnglish~ R AV 2
(M8 Course Details

ﬁ

Course Details Course Owner ()

Course ID #160646 Organization #54624
Course 1 Advanced TSO

nwuatemails+orgowner@gmail.com
Course Status Submitted
9 123 Generic St.
f@Updated 05/20/2026 / 2 by Generic Trainer Algonac MI 48001
[ECreated 05/29/2026 / 2 By Generic Trainer / (% Course End Date Not Set
Course Type General Training / Course Level Developing
Course Qualifications PD1-Preschool Development (3 to 5)

Intellectual Property Owner and Copyrighted Materials Private/Trainer

Share With Great Start to Quality Resource Center Yes

3 Course Description and Instructional Plan

Description

Course Description

Course Content

Course Category Preschool / Course Hours 3

Standard and Competency Areas CDA Content Areas —

Test Site Release 2026.5.4

7 Select "Schedule Event" in the drop down menu.
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8

Event
Details

Location
Not Set

Click "Select a Course" and then "Continue"

€ Restricted to approved traliners

Course Owner

#54624
Advanced TSO

Description

Course Description

Applies Toward

~ PD1-Preschool Development (3 to 5)

Standard and Competency Areas

~ ECE: Child Development and Learning in Context (3.00 hr)

CDA Content Areas

+ Understanding principles

Select a Course

9 Select an Authorized Trainer.

orized Trainer

ild development and learning (3.00 hr)

Save as Draft

|

Trainer List ~ @ Trainer Map

#203313
Meg Smith

QCity Allenton / State MI / County St. Clair
Trainer Type Approved / Training Languages English

Course Authorization Expires —

Number of Events 0/0 @




10 If your event will have multiple trainers, click "Yes" to add another trainer. You will
be able to search for additional trainers using their name or MiRegistry ID and
then select them.

If your event will have a single trainer, click "No".

v

Trainer Added

Trainer, Meg Smith, has been successfully added to the event.
Would you like to add another?

No Yes




11  Select "Confirmed" to confirm each trainer you selected for the event.

Please note, trainers must be confirmed in order for the event to be published.

Training

Course COURSE TRAINER & SPONSOR ASSESSMENTS & DELIVER
#160646

Course 1

Status Approved

Classroom Hours 3.00 /

Trainer Entry

Course Level Developing

#203313 —
Event Meg Smith (Authorized Trainer) u ministrative Access
Trainers
#203313
Meg Smith "

Confirmed
Event
Deta I ‘S @ Trainers must be "Confirmed” in order to publish this event.
(&

Location ooy
Not Set Training Language

Select Language

- Select Training Language -- v

Required to submit

| Save as Draf

12  Select a Training Language from the drop down menu.
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13
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After your trainers are chosen for the event, you can choose which trainer(s) have
administrative access to the event. Please note that multiple trainers can have
administrative access to the event.

After you have made your selection(s), click "Continue" to proceed.

COURSE TRAINER & SPONSOR ASSESSMENTS & DELIVERY EVENT REGISTRATION
Trainer Entry \
#203313
h i i Change
MEg Smith (Authorized Trainer) Adminiscrsthve fccess g
Confirmed

@ Trainers must be “Confirmed” in arder to publish this event.
Training Language

Select Language

English v

[




14 Make Assessment of Learning selection(s) for the event. You may choose multiple
assessment types.

miregistry B Advanced TS0 ERIE)

Training

Course COURSE TRAINER & SPONSOR ASSESSMENTS & DELIVERY EVENT EGIST
#160646

Course 1

Status Approved

Classroom Hours 3.00 /

Assessment of Learning

Course Level Developing

Please select all that apply.

Required to submit

Event Demonstration of Skills
Trainers i
nterview
#203313
Meg Smith Observation
Portfolio

Pre/Post Test

Event

Details Project

Location QaA

Not Set
Reflection Paper

= Research Paper

Self Report
Other

15 Select the delivery method(s) for your event. You may choose multiple methods.

Not Set Reflection Paper
Research Paper
Self Report

Other

Delivery Methods

Required to submit

IN-PERSON or Classroom based
Conference
Online self-paced

Online interactive

Correspondence
] Hybrid/Blended

Distance (.. IVN, Polycom)

Infant Toddler Learning Community (ITLC)

Child Care and Development Fund (CCDF)

BTN

10



16  Click "Continue" to proceed.

Self Report

Other

Delivery Methods

IN-PERSON or Classroom based
Conference
Online self-paced
Online interactive
Correspondence
Hybrid/Blended
Distance (e.g. IVN, Polycom)
Infant Toddler Learning Community (ITLC)

| Child Care and Development Fund (CCDF)

¢ Previous ‘

Save as Draft

‘

11



17  Select whether you would like the event shown in the public search results.

If you want the event published on the statewide training calendar, you will click
"Yes". If the event is being created for a predetermined group and you do not
want others to register for the event, you will choose "No".

This can be edited at any time on the Event Details page.
mlregstry I Advanced TSO» EEE

Z)New Training Event

Training
Course COURSE ASSESSMENTS & DELIVER EVENT REGIST
#160646
Course 1
Status Approved
Classroom Hours 3.00 / 2
Course Level Developing Event DEtalls
Show this event in public search results
No Yes +
Event
e Select Yes if you would like this event to show up in public event searches.
Trainers
#203313 Type
Meg Smith
IN-PERSON or Classroom based v

Location Name

Event Map Satellite
Best Bargains

Details
=
Location
[«
IN-PERSON or Classroom based ouny
United States v
Best Bargains
Burlington
Address Apt/Suite #

Not Set



18  Select the type and location of the event.

If your event is in person, select "IN-PERSON or Classroom based".

You can select a location from your previously saved locations by clicking "Saved
Locations" or enter a new location by clicking "+Location".

(A select Yes 1T you would like This event to sNow Up IN public event searches.
Type

IN-PERSON or Classroom based v H

I Begin typing the address or location name to search your saved locations
Search Saved Locations

‘ + Location ‘ | & saved Locations | ﬁ

Confirmed

(@ Lacation must be "Confirmed" in arder to publish this event.

Event Date & Time

19 Ifyour event is online, select "Online" and enter the URL in the Web Address field.

Event Details

Show this event in public search results

No o Yes

@5elect Yes if you would like this event to show up in public event searches.

Type

Online "| h

Web Address

Confirmed

@ Lacation must be "Confirmed" in order to publish this event.

13



20

Select "Yes" for self-paced when each individual participant completes the training
on a different date. Otherwise, select "No."

In cases where the Event occurs over the course of more than one day and
attendees must attend all sessions to receive credit, select YES create a Multiple
Sessions event. For example, a single event is 16 hours. Attendees complete the
event in two days for a total of 8 hours each day and attendees must attend both
days to receive credit for completion of the 16-hour event.

Please Note: Providing the same event to different attendees, for example giving
the same event at a conference more than one time, to different audiences is not
a multiple session event. In these cases, each event needs to be scheduled
separately.

Show this event in public search results

No ° Yes

@ Select Yes if you would like this event to show up in public event searches.

Event
Trainers
#203313 Type

Meg Smith
Online v

Web Address
Event

Details

Location
Online
Not Set Confirmed

®Location must be "Confirmed” in order to publish this event.

Event Date & Time

Self-Paced

o No Yes

(@ select Yes only if this event has unique start and end dates for individual participants,

Multiple Sessions

O Ne Yes
@Select Yes only if this event has live scheduled sessions.
Start Date End Date

mm/dd/yyyy a mm/dd/yyyy o _

14



21 in length. (Example: 1/1/2026-12/31/2026).

Confirmed

® Location must be "Confirmed" in order to publish this event.

Event Date & Time

Self-Paced

No °Yes

(@ 5elect Yes only if this event has unique start and end dates for individual participants.

Multiple Sessions

o No Yes

(@ Select Yes only if this event has live scheduled sessions.

Start Date End Date

mm/dd/yyyy [m] mm/dd/yyyy

22 Check the box to confirm your selected event dates.

Event Date & Time

Self-Paced

No o Yes

(Select Yes only if this event has unique start and end dates for individual participants

Multiple Sessions

o No Yes

@5elect Yes only if this event has live scheduled sessions.

Srart Date End Date

05/29/2026 B 05/28/2027

a Confirmed

@ Date must be "Confirmed" in order to publish this event.

Addl. Date/Time Info

@ Maximum of 500 characters

Enter a Start and End Date for the event. Self-paced events can be open for 1 year

15



23

Enter contact information for the event. Then, click "Continue".

| Firstname Lastname | | nwuatemails+orgowner@gmail.com

Country

United States ~

Address

123 Generic St.

v

Zip Code City
48001 Algonac

Phone Fax Website
E v e 0 g v B Er

Additional Contact Info

®Maximum of 500 characters

State

MI

16



24 Select "Yes" if registration is required for your event.

Then, choose whether you want attendees to register within the MiRegistry
system or through your own external registration site.

* Select "MiRegistry Online Registration" if you want attendees to register within the
MiRegistry system. MiRegistry Online Registration allows attendees to register directly
within the MiRegistry system, adding them to the event roster. Please note: You must
become a Training Sponsor Organization in order to use MiRegistry Online Registration.

* Select "External Online Registration" to allow trainers to enter an external
registration link for attendees to leave the system and register through an external
website. Attendees will not be added to the event roster upon registering for the event. If
External Online Registration is chosen, the system will allow you to choose the registration
deadline, enter a registration web address, and enter a training fee.

EVENT REGISTRATION

COURSE TRAINER & SPONSOR ASSESSMENTS & DELIVERY

Event Registration

Is registration for this event required?
B <
No

Where do you want attendees to register?

Select whether the attendees for this event will register directly within the MiRegistry system, or if they will register externally in your own
registration system

Required
MiRegistry Online Registration '
External Online Registration

@This will direct users to your external registration site.

17



25 If your event is free, check the box next to "This is a Free event". If your event will
have registration fees, leave the box unchecked and fill out fee information later
in the process.

External Online Registration

EThis will direct users @ your external registration site.

Please complete the fields below to enable online registration for this event.

ﬁ This is a Free event

(@If Yes, no registration fees can be configured or collected.

Max Number of Participants

Registration Start Date Registration End Date
mm/dd/yyyy (] 05/27/2027

R ired t i
@ mmiddiyyyy g e T @ mm/ddryyyy

26 Enter the maximum number of participants, registration start and end date,
whether you would like to hide the listing until the registration start date, and
what additional information you want to collect from attendees at registration.

This is a Free event

@If Yes, no registration fees can be configured or collected.

Registration Start Date Registration End Date
ﬁ mm/dd/yyyy [m] 05/27/2027 (m]

Required 10 submit
@ mm/dd/yyyy @ mm/ddyyyy

ﬁ Hide Listing Until Registration Start Date

Would you like to require some optional data elements?

Max Number of Participants

The data elements listed below are optional by default. Check any or all that you would like to require attendees to provide, or leave unchecked
to remain optional.

Require Company/Organization Name

' Require Mailing Address

Require Primary Phone Number

Require Mobile Phone Number

18



27 Click "Registration Emails and Text" to manage the text that will appear on the
registration page and confirmation page, as well as in the confirmation and
reminder emails.

»mplete the fields below to enable online registration for this event. @ Registration Emails and Text

s is a Free event

i, O registration fees can be configured or collected.

umber of Participants

ration Start Date Registration End Date
1/2026 B 0572712027 B
ddiyyyy @ mm/ddfyyyy

le Listing Until Registration Start Date

rmua lilem bm mmmssion mmmnn mmbimm el dmbn ale e e

19



28 Add the text you would like to have displayed on the Review Page and
Confirmation Page for your event.

* The Review Page text is displayed when an individual clicks on "Register online."
* The Confirmation Page text is displayed after the individual has registered for the event.

* Please note that the system automatically fills in text which can be edited for each
event.

@ Registration Emails and Text Management

Review Page Text
Set the text to be displayed at the top of the registration review page.

BIUsS % == L

Insert text here

Confirmation Page
Set the text to be displayed at the top of the registration confirmation page.

BIUs & == kL

Insert text here

20



29 Add the text you would like to have displayed at the top of the confirmation email
and reminder email attendees will receive. Once you are finished adding text, click
"Save" to proceed.

* The Confirmation Email is sent when an individual registers for an event.

* You can CC yourself on the email so that you are notified when an individual registers
for the event.

* Multiple individuals can be CC'ed if a semi colon is entered between emails.

* The Reminder Email is sent out 3 days prior to the event start date.

BIUS % = &k
Confirmation emalil text here

Send CC to:

nwuatemails+orgowner@gmail.com

@ Multiple email addresses may be entered separated by semicolans
Reminder Email

Set the text to be included at the top of the reminder email

Reminder emails are sent following the last day of registration.

Save Close

27



30

Event registration can be limited to specific regions and counties of the attendee’s
home address listed in their profile. If they live outside of the parameters set by
the trainer, they will not be allowed to register in the system. As a trainer/training
sponsor organization, you will be able to add the registration to the roster on your

end.

* To choose which regions and/or counties you would like to limit registration to, select
‘Yes'. Next, choose the region and counties within that region that you would like the
registration to be limited to.

+ If you do not want to limit registration, select ‘No'.

et & Advanced Tsow BRI

| | Require Mobile Phone Number

Would you like to limit registration for this event to attendees in specific counties?

If yes, this will only allow attendees in the counties selected below to register for this event.
> O ves
No

Please select the approved regions andfor specific counties in which attendees must live, in order to register.

Central
Eastern
Kent

> Northeast

Northwest

Southeast

Southwest

Upper Peninsula
Wayne-0Oakland-Macomb

Western

Registration Options

22



31 If your event is a fee-based event, click "+ Option" in the Registration Options
section to manage your registration fee.

Require Mobile Phone Number

Would you like to limit registration for this event to attendees in specific counties?

If yes, this will anly allow attendees in the counties selected below to register for this event.

Yes

Q no

Registration Options _>

A\ No Registration Options Created. l

Additional Items

© Click "+ Item" to Add Additional Event Items.

Additional registration items may include items with fees such as promotion items, as well as items used
for data collection.

[ e ]

32 Enter the registration name, registration fee, registration start and end dates and
an optional registration description.

* Please note that the registration start date and end date for this fee should match the
registration start and end dates of events.

« If you have multiple fee schedules, please ensure that there is not a gap in fees.

@ Registration Option Management

Registration Name

Registration Fee ‘ Registration Starts Registration Ends

W o

Registration Description
BIU &% == L

Enter Registration Description

Application Fees

Online registration is a fee-based service provided by New World Now, LLC

Fees charged upon checkout to each training provider by New World Now LLC during checkout are:
$1.00 Flat Fee, plus 2.5% of total registration fees for all events purchased.

Payment Processing Fees

Online payment is a fee-based service provided by Stripe, Inc.

Fees charged upon checkout to each training provider by Stripe, Inc. for online credit card payments are:
$0.30 flat fee, plus 2.9% of total registration fees for all events purchased.



33 Click "Save & Review". Review your event details, making any necessary edits
before submitting the event.

e

The data elements listed below are optional by default. Check any or all that you would like to require attendees to provide, or leave unchecked
to remain optional.

Require Company/Organization Name
Require Mailing Address
Require Primary Phone Number

Require Mobile Phone Number

Would you like to limit registration for this event to attendees in specific counties?

If yes, this will only allow attendees in the counties selected below to register for this event.

Yes

Q nNo

[ e

3, Fitchburg, W1 537

24



34 As you review, you will notice any missing required information marked with a red
triangle. To edit or add information, click "Manage" next to the section you wish to
edit.

[ This event will show in public search results.
Show this event in public search results

Q ves No

(@ Select Yes if you would like this event to show up in public event searches.

Event Details —>

Location
A Missing Information Required to Submit.
A The location for this event has not yet been approved.

Online

Web Address Not Set

Date

@ The date for this event has been finalized.

@ Friday, May 29, 2026 - Friday, May 28, 2027 (Ongoing)

Event Contact Information _

Test Site Release 2026.5.4

35 Click "Submit Event" to submit your training event for approval.

Training Event Documentation

Supporting doecumentation for this training event.

© No documents have been added. l

h
Training Event Notes

Filter by Sortby

Filter by Activity A Most Recent s

@ No notes have been added.

2026. All rights reserved.

tstarttoquality@ecicakids.org / www greatstarttoquality.org

25



36 Read and agree to the Online Registration Terms and Conditions. Then, click
"Continue" to submit your event.

After submitting, please keep in mind:
* Events are reviewed within 3 business days.
* You will receive an email when the event has been reviewed.

* The event may require additional revisions before it can be approved.

Online Registration Terms and Conditions

You must agree to the MiRegistry Online Registration terms and conditions in order to utilize this feature.

TUUN GVWIN DISCRE IO AIND RIS AN D TR T TOU WILE DE SULLLT RESFUINSIDLE FOTC AN T DANAGLE TO TOUT

COMPUTER SYSTEM OR LOSS OF DATA THAT RESULTS FROM THE DOWNLOAD OF ANY SUCH MATERIAL.

* NO ADVICE OR INFORMATION, WHETHER ORAL OR WRITTEN, OBTAINED BY YOU FROM MIREGISTRY OR
THROUGH OR FROM THE SERVICE SHALL CREATE ANY WARRANTY NOT EXPRESSLY STATED IN THE TOS.

8. Limitation of Liability

YOU EXPRESSLY UNDERSTAND AND AGREE THAT MIREGISTRY SHALL NOT BE LIABLE FOR ANY DIRECT, INDIRECT,
INCIDENTAL, SPECIAL, CONSEQUENTIAL OR EXEMPLARY DAMAGES, INCLUDING BUT NOT LIMITED TO, DAMAGES
FOR LOSS OF PROFITS, GOODWILL, USE, DATA OR OTHER INTANGIBLE LOSSES (EVEN IF MIREGISTRY HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES), RESULTING FROM: (i) THE USE OR THE INABILITY TO USE THE
SERVICE; (i) THE COST OF PROCUREMENT OF SUBSTITUTE GOODS AND SERVICES RESULTING FROM ANY GOODS,
DATA. INFORMATION OR SERVICES PURCHASED OR OBTAINED OR MESSAGES RECEIVED OR TRANSACTIONS
ENTERED INTO THROUGH OR FROM THE SERVICE; (i) UNAUTHORIZED ACCESS TO OR ALTERATION OF YOUR
TRANSMISSIONS OR DATA; (iv) STATEMENTS OR CONDUCT OF ANY THIRD PARTY ON THE SERVICE; OR (v) ANY
OTHER MATTER RELATING TO THE SERVICE.

u | agree to the terms and conditions as defined above.

26





